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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this fwm. Forward siqned oriainal to 
Deoartment of Archives and Hinorv. Records Manaaement Division. 330 CaDitol Avenue, Atlanta, Georgia, -30334, - . .  ~~. 
Attention: Scheduling Section. --.- c__- - 

mlicstion Data Human Resources 
Division of Voca ti ona 1 Reha bil i t a  ti on 
B u s i n e s s  En t e r p r i s e s / B u r e a u  f o r  the B l i n d  c___.,... 10/11/77 ~ 

qpliutien Number One West Cour t  Square ,  Rm. 495 

M i r m n  to Contam 

DHR-164 Decatur ,  Georgia 30030 
~ ~ _.___ ~.~. ~ 

Working Ti t le  
Director James Camp/Lelah Tracy  

--- FOR RECORDS MANAGEMENT I -.-- USE 
Applicatton Number 

Date 7 Received 8 - uz-..l2-6- Data Completed 

MAY - 3 1978 
___ -_ __ b~ 1 9 1978 . 

Telephone Number 

a. 
b. 

El Estabiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated: 

c. 0 Amend Check 0 n a : U h a n g e ;  17 Supercede; , 0 Void . 

Series Ti t le  (followed by title-used in office; if different) 
-- I_.- --.. 
I. m o t  Series 
iarliest . Latest 

1 Present 1 V o c a t i o n a l  Rehabili tation B u s i n e s s  Enterprises F i n a n c i a l  F i l e s  -- -~-.-~-I_._ _II.._ 1967 
I. Division and Office Function 
The Division o f  V o c a t i o n a l  R e h a b i l i t a t i o n  i s  r e s p o n s i b l e  f o r  s u p e r v i s i n g  and d irec t ing  the 
programs i n  the S t a t e  which a r e  des igned  f o r  t r a i n i n g  the n o n p r o d u c t i v e  members o f  society 
to become p r o d u c t i v e  members o f  s o c i e t y ,  w i t h  emphas is  on serving the s e v e r l y  d i s a b l e d  on 
i p r i o r i t y  basis. 

What is the funnion of the Division and the Office in which this record series is created? 

Business  EnterErise U n i t  i s  responsible for the e s t a b l i s h m e n t ,  e v a l u a t i o n  and s u p e r v i s i o n  o f  
5 u s i n e s s  e n t e r p r i s e  for . the b l i n d  and s e v e r l y  handicapped of the S t a t e .  
v i d i n g  b u s i n e s s  o p p o r t u n i t i e s  for  the bl ind and severly handicapped b y  e v a l u a t i o n  of b u s i n e s s  
locations, p r o v i d i n g  o p p o r t u n i t y  for  a v e n d i n g  s t a n d ,  purchase  of equipment  and merchand i se ,  
nnd p r o v i d i n g  c o n t i n u o u s  s u p e r v i s i o n  o f  the severly handicapped employees  u n t i l  the vend ing  
stand i s  closed permanen t l y .  

T h i s  i n c l u d e s  pro-  

-_- - - 
'. Remrd Sarier Description This  file contains the following documents /include form numbers and titles, if any): 

Attach samples of the file. 
Documents relating to: 

(See a t t a c h e d  l i s t i n g )  
Included are: 

I 

_I_ 
- I_ -__ - . Monthly Referenw Rate How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four mcnths old One to six months old 
twentv-five months and older ~ _ _  ? 

-__ -I_-.----- I 

I. Annual R ~ t r  of Acecurnuletion oi Records 
Letter-size drawers : Legal-size drawers ; Shelves ; Other lspecifyJ_.- 



v' 

~ ---_ ~ - .- .- . _._5 _,- 

roPLrnlumn)*._ ~ __pl_ ' . ~_I~ 

* ' .  
1 - .. ~ ., I~ ._. - - ~  . . ~~~ .~ I----"- - 

tion requiring security handling? If yes, cite law or regulation, 
m*~tLQE-.~,-~. ...._ .~ 

I 

--- ---- 
one or two documents in the f i h  make it necessary to keep the entire file for a tong period, could these 

n f s r m a t i o n ~ ~ a i n e b . ~ ~ ~ ~ ~ ~ ~ U - ~ ~ Q ~ l f . Y G ~ .  &&,.CQRYh!,_ -~ ~- 
~ I S  be rdvduled smrateIY? I~-. . 4 , ~ . - ~  l__l ~ 

ries ever analyzed and/or recorded in a summarized report? 
~...-..~..__~~~~~I__._~___I_~. ~~ 

~ _____ 
h. Is there a duplication of th is  series in Your office, or in another offiw or agency? 

___I_..______I_ -,-~.(f.YeLWhNQz-. .. Vending . stand operations . 

(!zm~QcmdmQ€~.~wlarmQ€ilalQ!i? ~~- 
I__ .- 

1. Rotentlon Rquirernentr The following requires the series to be kept: 

3 a. State. Law -~ ~ . -years. 1. Au&t period --years. 

years. 

. -~ 

b. Statute of limitation _-- ~.--_years. e. Administrative need _._____years. 5-70 
c. Fedorallaw ~~ . ~~ -._years. f. Federal retention instroaions 3 

Attach copy or e x m t  of laws or regulations. Explain administrative need. 

~ ~ _ _ _  ---___- ~ ~----..---~.---~.--~-:--_..I_.~.=-:-p.I 

'2 ~ Approved Disposition Innructions Thisgency recommends t h a t  the file series be cut off a t  the end of each: 
~~ 

__then, 0 Calendar Year; c3 F ixa l  Year; 0 Other 
~~ 

~~ 

0 Hold in the current files area.=+-month(sJ I._-_ year(sJ; then 
0 Tranifer to lo&l holding area; hold --year(sJ; then 
0 Trandw,to State Records Center; hold -__ ..---year(sJ; then 
0 Destroy. . .  

0 Transfer to'Stata Archiva~for permanent retention. 
0 Other (Specify) 

~~ 

~. ~ 

Then instructions apply to a i l  prior and future accumulations of the series. 

~___~-- v 
ecommindations in para- 
I P h  12 are approved. 
f disapproved, reach letter 

tate AuditorlDesignee 
-I_CP--I_-...-_YLII 

explanation.) 

m - 7 6  
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#7 ( c o n t i n u e d )  

I %kt lLz  Re& il i tation Business Enter- 
prise Bank Reconciliation F i l d s  ( C a n c e l l e d  
Checks, Bank S t a t e m e n t s )  : 
Documents r e l a t i n g  t o  d i s b u r s i n g  f u n d s  f o r  
o p e r a t i o n  of B l i n d  V e n d i n g  S t a n d s .  
I n c l u d e d  a r e  c a n c e l l e d  checks ( p a y r o l l  and 
a c c o u n t s  p a y a b l e ) ;  m o n t h l y  b a n k  s t a t e m e n t s ,  
and s i m i l a r  and related documen t s .  
F i l e s  a r e  c h r o n o l o g i c a l l y  b y  mon th  t h e r e u n d e r  
n u m e r i c a l l y  b y  check number.  

I 

2 -~ V o c a t i o n a l  R e h a b i l i t a t i o n  Business Enter- 
p r i s e s  Paid  Invoices and Cash  S b r i e s -  
Documents r e l a t i n g  t o  i n d i v i d u a l  f i n a n c i a l  
t r a n s a c t i o n s  made b y  u n i t .  
I n c l u d e d  b u t  not l i m i t e d  t o  a r e  check c o p y ;  
invoice f r o m  vendor ;  c a s h  summary; and s im-  
i l a r  and related documen t s .  
F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  month  
t h e r e u n d e r  n u m e r i c a l l y  b y  a c c o u n t  number. 

3 V o c a t i o n a l  R e h a b i l i t a t i o n  Business Enter- 
p r i s e s  C h e c k  Register - 
Documents r e l a t i n g  t o  m a i n t a i n i n g  d l i s t i n g  
o f  checks i s s u e d  for p a y r o l l  t r a n s a c t i o n s ,  
service paymen t s  or equ ipmen t  p u r c h a s e s .  
I n c l u d e d  a r e  compu ter  listings i d e n t i f y i n g  ' 
employee  or vendor's name and a d d r e s s ,  check 
number, amount  and s i m i l a r  and r e l a t e d  in -  
f orma ti on. 
F i l e s  a r e  ar ranged  n u m e r i c a l l y  b u  check num- 
ber. 

7 8 -  120 4 V o c a t i o n a l  R e h a b i l i t a t i o n  Business Enter- 
p r i s e  V e n d i n g  S t a n d  Ledger  F i l e s -  
Documents r e l a t i n g  t o  r e c o r d i n g  b u s i n e s s  
t r a n s a c t i o n s  for  v e n d i n g  s tand o p e r a t i o n s .  
I n c l u d e d  a r e  s t a n d  d a t a ;  rent d a t a  p u r c h a s e s ;  
s a l e s  and s i m i l a r  and r e l a t e d  information. 
Files are arranged  n u m e r i c a l l y  b y  v e n d i n g  
s t a n d  number. 

78-  121 
V o c a t i o n a l  R e h a b i l i t a t i o n  E n t e r p r i s e  S t a n d  
S e t t l e m e n t  -_Sheets- 
Documents r e l a t i n g  to r e c o r d i n g  b u s i n e s s  
t r a n s a c t i o n s  for  v e n d i n g  s t a n d  o p e r a t i o n s .  

- 

c u t - 0  E i le  a t  the end o f  i s c a l  
y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  t o  the S t a t e  
Records Center, hold 4 y e a r s ;  then 
d e s t r o y .  

Annual  A c c u m u l a t i o n  - 2 c u .  f t .  

C u t ; o f f  f i l e  a t  the end o f  f i s c a l  
y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  t o  the S t a t e  
Records Center, h o l d  4 y e a r s ;  then 
d e s t r o y .  

Annual  A c c u m u l a t i o n  - 2 c u .  f t .  

C u t - o f f  f i l e  a t  the end o f  f i s c a l  
y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  t o  the S t a t e  
Records Center, h o l d  4 y e a r s ;  then 
d e s t r o y .  

Annual  A c c u m u l a t i o n  - 2 c u .  f t .  

C u t - o f f  f i l e  a t  the end o f  f i s c a l  
y e a r ;  h o l d  i n  current f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  t o  the S t a t e  
Records Center, h o l d  4 y e a r s ;  then 
d e s t r o y  . 
Annual  A c c u m u l a t i o n  - 1 c u .  f t .  

M a i n t a i n  i n  c u r r e n t  f i l e s  a r e a  u n t i l  
no l o n g e r  needed f o r  reference; then 
d e s t r o y .  I n f o r m a t i o n  i s  d u p l i c a t e d  
on V e n d i n g  S t a n d  Ledger .  
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I n c l u d e d  a r e  s t a n d  d a t a ;  rent d a t a  p u r c h a s e s ;  
and s i m i l a r  r e l a t e d  i n f o r m a t i o n .  
F i l e s  a r e  ar ranged  c h r o n o l o g i c a l l y  b y  Set t le-  
m e n t  P e r i o d .  

7 V -  I22 6 V o c a t i o n a l  Rehabilitation Business Enter- 
p r i s e  General s e r  F i l e s  - 
Documents r e l a t i n g  t o  r e c o r d i n g  a p p r o p r i a t e  
en tries o f  d e b i t s  and credits. 
Included a r e  l e d g e r  sheet i d e n t i f y i n g  d e b i t  
and c r e d i t  entries, d a t e s  o f  t r a n s a c t i o n s ,  
b a l a n c e s  and s i m i l a r  and r e l a t e d  i n f o r m a t i o n .  
F i l e s  a r e  ar ranged  n u m e r i c a l l y  b y  a c c o u n t  
number. 

79-123 7 V o c a t i o n a l  R e h a b i l i t a t i o n  B u s i n e s s  Enter -  
prise Vehdor Ledger  - 
Documents r e l a t i n g  t o  r e c o r d i n g  f inancial  
t r a n s a c t i o n s  o f  g o o d s  and services p r o v i d e d  
b y  vendors. 
I n c l u d e d  a r e  l e d g e r  sheet i d e n t i f y i n g  vendor 
number, reference c o d e ,  d a t e s  o f  t r a n s -  
a c t i o n s ,  check amount and s i m i l a r  and re- 
l a t e d  i n f o r m a t i o n .  
Fi les  a r e  ar ranged  a l p h a b e t i c a l l y  b y  vendor 
name. 

7 
8 V o c a t i o n a l  R e h a b i l i t a t i o n  Business Enter- 

prise Personnel F i l e s  - 
Documents  r e l a t i n g  t o  maintaining p e r s o n n e l  
records on v e n d i n g  s t a n d  o p e r a t o r s .  
I n c l u d e d ,  bu t  not l i m i t e d  to ,  a r e  Personnel 
R e p o r t ,  R e q u e s t  and A u t h o r i z a t i o n  f o r  Tax 
S a v i n g s  A c c o u n t  Deductions, Federal and 
S t a t e  Wi thhold ing  S t a t e m e n t s ,  B u s i n e s s  En- 
t e r p r i s e  r e t i r e m e n t  r e l a t e d  m a t e r i a l  and 
s i m i l a r  and  r e l a t e d  m a t e r i a l .  
F i l e s  a r e  ar ranged  a l p h a b e t i c a l l y  b y  employee  
name. 

I_---__-- 

9- \24 

7 8 -  1515 9 V o c a t i o n a l  R e h a b i l i t a t i o n  Business Enter- 
p r i s e  W e e k l y  S t a n d  Report F i l e s  - 
Documents r e l a t i n g  t o  receiving w e e k l y  
a c t i v i t y  reports f r o m  s t a n d  o p e r a t o r s .  
I n c l u d e d  a r e  Weekly Reports i d e n t i f y i n g  
s t a n d  and  o p e r a t o r ;  f i n a n c i a l  i n f o r m a t i o n  
r e l a t i n g  t o  w e e k l y  s t a n d  o p e r a t i o n ;  and 
s i m i l a r  and r e l a t e d  information. 
F i l e s  a r e  ar ranged  n u m e r i c a l l y  b y  s t a n d  #. 

C u t - o f f  f i l e  a t  the end of  f i s c a l  
y e a r ;  h o l d  i n  c u r r e n t  f i l e s  a r e a  
1 y e a r ;  then t r a n s f e r  to the S t a t e  
Records  Center, h o l d  4 y e a r s ;  then 
d e s t r o y  . 
Annual  A c c u m u l a t i o n  - 2 c u .  f t .  

Cut -o f f  f i l e  a t  the end o f  f i s c a l  
y e a r ;  m a i n t a i n  f i l e  i n  c u r r e n t  f i l e s  
area u n t i l  no l o n g e r  needed for re- 
ference; then d e s t r o y .  

upon r e t i r e m e n t  or t e r m i n a t i o n  of 
employee ;  p l a c e  folder i n  the in-  
a c t i v e  f i l e ;  hold i n  c u r r e n t  f i l e s  
a r e a  u n t i l  a l l  termination matters 
a r e  resolved; then transfer t o  S t a t e  
Records Center, hold 45 y e a r s ;  then 
d e s t r o y  . 

C u t - o f f  f i l e  a t  the end o f  the f i s c a l  
year; h o l d  i n  c u r r e n t  f i l e s  a r e a  u n t i l  
no longer needed fo r  reference; then 
d e s t r o y .  

Annual  A c c u m u l a t i o n  - 1 c u .  f t .  
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10 
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V o c a t i o n a l  R e h a b i l i t a t i o n  Business E n t e r -  
prise E a r n i n g s  Record Files __ - 
Documents r e l a t i n g  t o  recording p a y r o l l  
e a r n i n g s  of  s t a n d  o p e r a t o r s .  
I n c l u d e d  a r e  E a r n i n g s  Record i d e n t i f y i n g  
e m p l o y e e ' s  name and a d d r e s s ,  p a y r o l l  in- 
f o r m a t i o n ,  r e g u l a r  and  o v e r t i m e  e a r n i n g s ,  
t a x e s  and d e d u c t i o n s  and s i m i l a r  and r e l a t e d  
i n f o r m a t i o n .  
F i l e s  a r e  ar ranged  a l p h a b e t i c a l l y  b y  e m p l o y e e ' s  
name. 

C u t - o f f  f i l e  a t  the end of  the 
f i s c a l  y e a r ;  h o l d  10 y e a r s  i n  
c u r r e n t  f i l e s  a r e a ,  then t r a n s f e r  
to S t a t e  Records Center, h o l d  40 
y e a r s ,  then d e s t r o y .  

Annual  A c c u m u l a t i o n  - 1 c u .  f t .  


